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PART 2024 - PROPERTY AND SPACE

Subpart H - Custody, Control, Utilization, and Di sposal of Accountable
Personal Property.

§ 2024.351 Scope.

Thi s subpart provides policies, routines, and responsibilities for the
custody, control, utilization, and di sposal of accountable personal property.

§ 2024.352 Definitions.

Account abl e i nventori ed personal property. Includes all furniture and
equi prent with an acquisition cost of $5,000 or nore, including

I nformati on Technol ogy (I T)equi pmrent as well as sensitive and | eased
property, regardless of acquisition cost.(see sensitive property under
definitions in this section.)

Account abl e non-i nventoried personal property. Includes all furniture
and equi pnent not descri bed as accountabl e inventoried personal property.
These itens will not be reflected on the Property Managenent | nfornation

Syst eni Personal Property System (PM S/ PROP). Records relative to this
property shall be kept to the mininumrequired to provi de essentia
managenent i nformation.

Account abl e Property O ficer (APO). The APOis the official responsible
for Rural Devel opnent personal property within their jurisdiction

Agency Property Managenment Officer (APMO). The APMO is the official
responsi bl e for The Rural Devel opnment personal property managenent
program policy, direction and oversight.

Departmental Excess Personal Property Coordinator (DEPPC). The DEPPC is
the United States Departnent of Agriculture (USDA) point of contact for
field offices obtaining or disposing excess personal property.

Excess personal property. Any personal property in the custody of Rura
Devel opnent which is no | onger needed to enable Rural Devel opnent to
acconplish its mission.

Gross negligence. The intended, willful, or wanton failure to exercise a
reasonabl e degree of care to protect property in one's custody.

DI STRI BUTI ON: WsDC Adm ni strative Services
Property and Supply
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§ 2024.352 (Con.)

Property Custodian (PC). The PC is the designated individual responsible
for Rural Devel opnent personal property within the | ocation where the
property is utilized.

Property Managenent |nformation System Personal Property System
(PMS/PROP). The PMS is one of the managenent reporting systens | ocated
at the National Finance Center (NFC). PROP is a subsystem of PM S which
integrates fiscal accounting with property accountability; provides

uni form data for nanagenent and control of accountable, |eased, |oaned,
and excess personal property; and maintains inventory information.
Detail ed instructions regarding the operating procedures for PM S/ PROP
are provided in the Personal Property Inventory Manual prepared and
revised by the APMO and in the NFC Procedures Manual

Property Managenent Officer (PMJ). The PMOis the official responsible
for Rural Devel opnent personal property managenment in respective State,
St. Louis, and National O fices.

Sensitive personal property. Personal property with an acquisition cost
of less than $5,000 which is highly susceptible to loss or theft. This
nmust be included as accountabl e inventoried personal property. This

i ncludes (regardless of cost), canctorders, caneras, |aptop conputers,
cell phones and may include other itens as individual PMOs deem
appropriate based on | ocal circunstances.

Servi ceabl e personal property. Those itens useable "as is" or repairable
under Exhibit A of this Instruction (condition codes 1 through 7).

Sur pl us personal property. Any excess personal property not required for
the needs of all Federal agencies, as deternined by the Adm ni strator of
General Services Federal Managenment Regul ations (FMR) 102- 36. 40.

Unservi ceabl e personal property. Those itens not econom cally repairable
under Exhibit A of this Instruction (condition codes "X"
and "S").

§ 2024.353 Designations.

(a) Agency Property Managenent O ficer (APMO). The Director, Property
and Supply Managenment Division, (PSMD), St. Louis, Mssouri, is
desi gnated as APMO for Rural Devel opnment.

(b) Departnental Excess Personal Property Coordi nator (DEPPC). DEPPC is
| ocated in the Property and Supply Managenent Division (PSMD), Rura
Devel opnent, St. Louis, Mssouri.
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§ 2024.353 (Con.)

(c) Property Managenent O ficer (PMO. The Chief, Administrative
Progranms (CAP), Administrative Oficer (AO or equivalent position, is
the PMO for personal property in the Rural Devel opment State O fices

whi ch woul d include jurisdiction over the area and local O fices within
the State. Division Directors, Staff Heads or equival ent are designated
PMOs for St. Louis and National O fice |ocations.

(d) Accountable Property Oficer.(APO The APOis the officia
responsi bl e for Rural Devel opnment personal property within their
jurisdiction.

(e) Property Custodian. The Supervisor, Director or equivalent within a
Rural Devel opnent area or local office is designated PC. Custodians in
the St. Louis and National office vary and nay be designated by the PMO
or APO as needed.

§ 2024.354 [Reserved]

§ 2024.355 Responsibilities.

(a) Enployees. Each enployee is directly responsible for the proper use
and protection of any Governnent property assignhed to them and may be
hel d financially responsible in cases of gross negligence. Wenever
property is |lost, stolen, damaged, or destroyed, the enpl oyee shal

notify the PC or APO i medi ately.

(b) Property Custodian. The PC is responsible for the personal property
within their given location and shall ensure that property is properly
mai nt ai ned, effectively utilized and controlled, and that all reporting
requi rements are met.

(c) Accountable Property Oficers. APOs nmust account for persona
property under their control. This includes the foll ow ng:

(1) Ensure that property information is entered accurately
and pronptly into the PM S/ PROP

(2) Effectively utilize property under their control
(3) Report excess property to the DEPPC,
(4) Report unserviceable property.

(5) Authorize property transfers between of fices under
their jurisdiction and to other USDA activities;

(05-16-01) PN 332
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§ 2024.355(c) (Con.)

(6) Authorize direct transfers of excess property to other
Federal agencies in accordance with FMR 102-36. 145.

(7) Maintain and safeguard property under their control and conduct
a biennial inventory of personal property on the PMS.

(d) Property Managenent Officer. PMOs shall assune ultinmate

responsi bility for inplenmentation of agency policies, procedures and
standards and nake initial determninations regardi ng apparent gross

negli gence for property within their jurisdiction. The PMO w Il issue
di sposal instructions for surplus personal property in accordance with
the FMR and the Agricultural Property Managenent Regul ati ons (AGPMR).
PMOs/ APCs shall not allow property to be used for any purpose other than
of ficial Rural Devel opnent duties. PMOs/APOs nmust ensure that these
responsibilities are effectively executed in all offices under their
jurisdiction. Failure to conply with any of these responsibilities wll
be cause for official action. Depending on the individual circunstances,
financial penalty or other disciplinary action nay be appropriate.

(e) Agency Property Managenent O ficer. The APMO shall be responsible
for:

(1) Devel oping and inplenenting Agency policies, procedures, and
standards for the effective utilization, accountability, control
and di sposition of personal property.

(2) Directing periodic property surveys to eval uate Agency persona
property prograns.

(3) Ensuring that all accountable personal property acquired is
appropriately accounted for by the PMOs.

(4) Making final determinations, if required, regardi ng apparent
gross negligence for agency personal property.

(5) Reporting to the Departnent regardi ng personal property
managenent activities within the Agency.

(6) Training State O fice personnel responsible for persona
property managenent and updating, as appropriate, the Training
Manual / Desk Ref erence CGui de.

(f) State Directors. The State Directors shall enforce persona
property policies within their jurisdiction.
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§ 2024.356 Property utilization

(a)

Use standards. Rural Devel opment shall furnish and mai ntain Agency

of fices in accordance with reasonabl e standards of appearance, worKking
ef ficiency, and confort. PMOs/APOs should utilize existing avail able
personal property prior to requesting new.

(b)

Reporting excess personal property by the PC. Excess property wll

be reported to the APO on Standard Form (SF) 120, “Report of Excess
Personal Property,” in the follow ng manner:

(¢)

(1) The PCin the office where the property is |located prepares the
SF-120. The SF-120 rust include the serial/NFC | D nunber when
applicable, a full description of the property including its
condition (see Exhibit A) and, the estimted cost of |ocal repair
when known.

Note: |If expedited disposal is required due to an office nove or
closure, conplete an SF-120 and include the statenent “Accel erated
screeni ng requested-office listed in block 14 is closing on (date).”
The SF-120 shoul d be approved by the APO and submitted to the DEPPC.

(2) The PC forwards the original and four copies to the State
O fice and places one copy in a suspense file to await fina
di sposition instructions fromthe APO.

(3) The APO electronically enters the property into excess status
through the PM S/ PROP. The original SF-120 is retained in a
suspense file to await final disposition instructions fromthe PMO

(4) After Departnmental screening is conpleted, the DEPPC authorizes
Departnmental transfers and notifies the PMO

(5) Wen no USDA requests are received for reported property, the
excess reports will be electronically transmtted to GSA for
utilization and donation screening. Follow ng Federal donation
screeni ng, 21 cal endar days after GSA' s surplus rel ease date (SRD)
the PMO issues instructions to conduct an Agency sale or

aut horization for other disposition.

Requesti ng excess personal property. The FMR 102-36.65 "Using

excess personal property to the nmaxi num extent practicable nmaxim zes the

retur

n on Governnent dollars spent and m ninizes expenditures for new

procurenent. Before purchasing new property, check for any avail able
excess personal property that nay be suitable for your needs."

(05- 16- 01)
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8§ 2024.356(c) (Con.)

Field of fices needing property shall, to the maxi mum extent practicable,
utilize Departnental excess property, and consider avail abl e excess from
ot her Federal agencies. The nonthly USDA "Excess Property Catal og" may
be accessed through the Internet at http://ww. nfc.usda. gov/ propexcs/
Requests for excess itens should be electronically transnmitted by the APO
through the PM S/ PROP. The DEPPC al so nmintains a "wants |list" of itens
of excess property needed by field offices. In sonme instances, excess
property may be acquired from other Federal agencies. To request this
property, the APO shall prepare a SF-122, Transfer Order Excess Persona
Property as directed in FMR 102-36. 145.

(d) Ofice machine repair. Decisions to repair or replace office

machi nes shoul d be based on a conparison of the equi pnent’s estimated
repair cost, age, and repair history. Oher factors such as | oss of
productivity due to downtine, the availability of repair parts, and
technol ogi cal obsol escence should al so be considered. The key is that an
obj ective decision be nade considering all the facts and that it be wel
docunent ed.

§ 2024.357 Unofficial or unauthorized use of personal property.

If an enpl oyee knows or suspects that Agency personal property has been
is, or will be msused, appropriated for personal use, or used for unofficia
or unaut hori zed purposes, such instances shall be reported as foll ows:

(a) The enpl oyee havi ng such know edge will imediately report it to
hi s/ her supervi sor.

(b) The supervisor will inmediately transnmit this informtion

through the PC, APO, and PMO. The report shall include nanes, dates,
description of property, and other pertinent information that is readily
avail abl e.

(c) The PMO will determine the action to be taken and advise the State
Director or in St. Louis or National O fice |locations, the APMO

§ 2024.358 |Inventory routines.

O ficial property records for inventoried accountable property are
automat ed and based at NFC. These records are used to nmintain persona
property inventories and are accessible to the appropriate APO and their
desi gnees. Routine physical inventories of personal property on the PM S/ PROP
shoul d be conducted every 2 years. The District and County O fices shal
forward copies of the verified inventory reports to the State Ofice for
reconciliation. The State Office reconciles its own inventory and nmintains
records of all offices within the State. Inventories will also be conducted
when there is a change of accountability as outlined in § 2024.361 of this
Instruction. Additionally, the APMO may request physical inventories at any
tinme.



RD I nstruction 2024-H

§ 2024.358 (Con.)

(a)

each

Physi cal inventories. The PMJ APO wi Il request inventories from
office within their jurisdiction. The APOw Il furnish two copies

of the PROP302, Personal Property Physical Inventory Report (see Exhibit

B), t

(05- 16- 01)

o the PC for physical inventory.

(1) The PROP302 must be signed only by the PC or the APO
Incorrectly signed reports will be returned. Nanes of APOs are
listed as they appear on the NFC files. |f a nanme does not appear
on the PROP302 or if the nane is incorrect, the APO should type in
the correct nane in the block provided. The PC should sign the
PROP302 in the space provided.

(2) Individual PCs or APOs as appropriate, will inventory al

i nventori ed accountabl e personal property and verify that count

agai nst the PROP302. This property is usually identified by a
serial nunmber engraved on the equi pnent by the manufacturer. Seria
nunbers shoul d not be confused with nodel designations, which
frequently contain letters as well as nunbers. Accountabl e non-

i nventoried personal property is not reflected on the PROP302;
however, it is still accountable property. The PC or APO should
take the necessary action to ensure that all property is utilized
properly. Any obvious nisuse or theft should be reported to the APO
via tel ephone, followed up with a Form AD- 112, Report of

Unservi ceabl e, Lost, Stolen, Damaged or Destroyed Property, and, if
applicable, a police report. Wen reports are received, the PMO

wi |l determ ne what action is required.

(3) |If the physical count agrees with the PROP302, the PC signs and
dates it. One copy is forwarded to the APO and the second copy
retained at the office which conducted the inventory.

(4) |If the physical count identifies inventoried accountable itens
on hand and not shown on the PROP302, those itenms are added to the
PROP302. Any pertinent docunentation regarding the acquisition
source of the itenms (i.e., purchase order, transfer order, etc.)
shoul d be attached to the PROP302 and forwarded to the APO and a
copy retained at the office which conducted the inventory.

(5) |Itens listed on the PROP302 but not found should be underscored
on the PROP302. Copies of any supporting docunentation indicating
di sposal or transfer authorizations nmust acconpany the conpl eted
PROP302. I n the absence of any docunentation of authorized

di sposal, a Form AD-112 shoul d be prepared by the PC, attached to

t he PROP302, and forwarded to the APO. A second copy is retained at
the office, which conducted the inventory.

PN 332
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§ 2024.358(a) (Con.)

(6) PCs and APGCs should take this opportunity to identify and
report all excess or unserviceable personal property for disposal as
outlined in 8 2024.356 (b) of this Instruction.

(b) Reconciliation of personal property records and physica

i nventories. |Inventories shall be conpleted at | east every 2 years and
forwarded to the APO. The APOwill reconcile and update the PM S
inventory after receipt fromthe field offices. Wien the inventories are
all reconciled, a witten notification of conpletion shall be provided to
the PMO who will change the inventory date on PM S

§ 2024.359 Inventory file.

The APO shall maintain an inventory file for all offices within their
jurisdiction. All docunents and correspondence pertaining to persona
property should be kept in the inventory file. Retention is 2 fiscal years
after the fiscal year in which the record was created.

§ 2024.360 Lost, stolen, damaged, destroyed, or unservi ceabl e property.

When personal property is obsolete, |ost, stolen, danmaged, or destroyed,
PCs shall prepare and submt a Form AD-112 as outlined bel ow

(a) Report requirenents.

(1) The PCwll prepare an original and two copies of Form AD 112
and sign in block 4. One copy is retained by the preparing office.
The original and one copy, along with any supporting docunentation,
are sent to the APO for review.

(2) The APO reviews the Form AD-112, ensuring the information shown
i n paragraphs (b) and (c) of this section is accurate and conplete
and i ncludes his/her recormendati ons and signature. The APO sends
the original copy of the Form AD- 112 to the PMO with a nmenorandum
that provi des data not included on the formfor verification with
personal property records. Estimates of repairs, police reports, or
any other information supporting the circunstances shall be
subnmitted as appropriate. One copy is retained in the State Ofice
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§ 2024.360 (Con.)

(b)

bsol ete or Unserviceabl e property. The PC uses Form AD 112 for

reporting personal property that has beconme unservi ceabl e through nornal
usage. The followi ng information nust be included:

(¢)

(1) Description of the property with serial/NFC ID nunmber (if
applicable).

(2) Explanation of the condition that makes the property

unservi ceable. Avoid using statements such as "the property is in
‘bad condition’ or ‘unserviceable.’" One copy of Form AD-112 is
retained by the PC and the original and two copies are sent to the
APO for review. The APO reviews the Form AD-112 and i ncl udes

hi s/ her recommendati ons and signature. The APO submits the origina
and one copy to the PMO and retains the second copy.

Lost or stolen property. Enployee liability for |ost or stolen

personal property is based on the facts provided in Form AD-112. The
following informati on nust be included.

(05- 16- 01)

(1) Description of the property and serial/NFC I D nunber (if
applicable).

(2) Date the property was deternined | ost or stolen.

(3) Last date the property was known to be in the office.

(4) Details of APCs efforts to | ocate the property.

(5) Date the property was reported stolen either to the local |aw
enforcenent unit, building manager, or GSA guard office. Attach a
copy of their report to the Form AD-112. If a report cannot be
obt ai ned, the APO must include a statenent that the | oss was

reported to the police, but a copy of their report was not nade
avail abl e.

PN 332
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§ 2024.360 (Con.)

(d) Danmged or destroyed property. For personal property damaged by
ot her than normal usage, the followi ng information nust be included on
Form AD- 112:

(1) Description of the property with serian/NFC I D nunber (when
applicable).

(2) Extent of dammge.

(3) Cost of repairs (estimated, if not known).
(4) How the damage occurred.

(5) Nane of person responsible (when applicable).

(e) Review of Form AD-112 by the PMO. When the Form AD- 112 is received
the PMOw ||l deternmine the action to be taken

(f) Determnation of enployee liability. Al reports of lost, stolen
damaged, or destroyed personal property are reviewed by the PMO to
deternmi ne possi bl e enpl oyee gross negligence. |If the PMO determ nes that
| oss or dammge did not result from negligence, the Form AD-112 will be
approved. When facts show possi bl e enpl oyee gross negligence, the PMO
will determine liability. All evidence included on the Form AD- 112

i nvestigative reports, and the APOs witten statenents will be
considered in deternining whether the enpl oyee was negligent, and whet her
they will be held financially liable. The PMO annotates Form AD-112 with
the decision and forwards it to the APO. |f the enpl oyee has been
relieved of liability, a copy of the Form AD-112 will be forwarded
through the appropriate APOto the enployee. |If the determinationis to
hol d the enpl oyee liable, the PMOW || issue a letter to collect for the
| oss or dammge under the provision of the Debt Collection Act of 1982,
Pub. L. No. 97-365, 96, Stat 1749, 1754 (1982) 31 US Code. This letter
and the Form AD-112 will be sent through the APO to the enpl oyee. Cases
of negligence may al so be referred to Agency personnel officials for
consideration of disciplinary action. Liability and the rights of

enpl oyee appeal are determ ned as foll ows:

(1) Enployee liability is normally determ ned when the facts
i ndicate that the enployee did not take prudent steps to safeguard
the property.

(2) The amount to be charged enpl oyees for |ost, stolen, or

destroyed property is based on the inventory value, |ess reasonable
depreciation, or the replacenent val ue, whichever is |ess.

10
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§ 2024.360(f) (Con.)

(3) The amount to be charged enpl oyees for damaged property is the
actual cost to the Governnment to restore the property to its
condition before the damage occurred. |f the item cannot be
econonmically repaired, the anount charged is based on inventory

val ue, | ess reasonabl e depreciation, and less its estinmated or
actual sale value w thout repairs.

(4) An enployee charged with gross negligence and found liable for
| ost, stolen, damaged, or destroyed property has the right to appea
to the Administrator under the hearing process prescribed by the
Debt Col | ection Act.

(g) Paynent for |ost, stolen, damaged, or destroyed personal property.
An enpl oyee found |iable can nake paynment by subnmitting a certified
cashiers check for the full amunt or by requesting in witing that the

full ampbunt be withheld fromtheir pay. |If an enployee does not neke
full paynent, or does not consent to withholding fromcurrent salary
paynments, the debt will be certified to the General Accounting Ofice for

of fset against final paynent at the tinme the enpl oyee | eaves the Agency.

§ 2024.361 Change of accountability.

Upon the death, resignation, retirement, transfer, reassignnent, or
extended absence of a PC, APO, or PMO, an inventory shall be conducted of al
property under their jurisdiction. Wen possible, such inventories shall be
conducted by the incunbents and their successors. Were such action is not
feasi bl e, the enployee assum ng the responsibility for the personal property
shall conduct and certify the inventory. The former PC, APO, PMO or hi s/ her
estate nmay be held financially liable for all accountable property not
accounted for.

(a) Succeeding PC. Wien a PC is succeeded in office, they transfer to
the successor all personal property for which they are responsible as
outlined below. Printouts of current inventories can be obtained from
NFC by the APO for this purpose (see exhibit B of this Instruction).

(1) The outgoing PC verifies an inventory report for their ending
period in an original and two copies, and types on the report the
wor ds " Change in Custody" for each office under their jurisdiction.

(2) The inconmng PC certifies the validity of the inventory by

signing the original and one copy. |If itens |isted are m ssing, a
line is put through that itemand initials placed opposite each

11
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The incom ng PC does not sign for property on |loan unless there is
an aut horization of the |oan signed by the APO and the PMO on file
Loaned property accountability is the responsibility of the outgoing
PC.

(3) The outgoing PC sends the signed original of the inventory
report to the APO, keeps a signed copy, and gives the second copy to
the incomng PC. Mssing itens on the inventory report are put on
Form AD- 112, which is sent to the APO. Pronpt processing of these
forms assists in final salary paynent when an enpl oyee is | eaving
the Agency because final salary is withheld until accountability has
been cleared. Therefore, clearances should be started 30 days in
advance, if possible.

(4) The incomng PC puts the second copy of the inventory report in
the inventory file.

(b) Succeeding APO. Procedures simlar to paragraph (a) of this section
shall be followed. However, the inventory report will be submitted to
the PMO for clearance

(c) Oher successions. |f any other custodial relationship is to be
relieved of responsibility and a succeeding official has not been

appoi nted, State Directors, PMOs (or the APMO will designate a tenporary
official. Procedures simlar to paragraph (a) of this section will then
be fol |l owed.

§ 2024.362 Transfers of personal property.

(a) Wthin Rural Devel opnent. APGCs can authorize the transfer of
personal property within their jurisdiction. Wth verbal approval from
the APO, the transferring office prepares Form AD-107, Report of Transfer
or OGther Disposition or Construction of Property.

(b) Wthin the Departnent. When excess personal property is not needed
wi thin Rural Devel opnent, the PC should nake it available to other |oca
USDA activities. The APO nust authorize any transfer. |f the excess
property is not needed locally within USDA, the APO reports it to the
DEPPC, as described in 8 2024.356(b) of this Instruction. Property not
needed within USDA will be electronically transmtted to GSA for possible
Federal utilization or donation. The APO will provide the possessing
office with the necessary docunents (i.e., Fornms AD-107, SF 122, SF 123)
and instructions for transfer or other disposition and relief of
accountability. Copies of conpleted Fornms should be i mediately
forwarded to the PMO
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§ 2024.362 (Con.)

(c) Wthin the Federal Governnent. PMOs will authorize direct transfer
of excess personal property to other Federal agencies in accordance with
Federal Managenent Regul ati ons FMR 102- 36. 145.

(d) Shipnent by freight. Use Government Bills of Lading (GBL) for al
Gover nnment - owned equi pnent and furniture sent by freight. Do not ship
Government property on a commercial bill of |ading.

(1) State Ofices have been del egated authority to prepare GBLs for
nmovenment of furniture or equipnent. GBLs for St. Louis office wil
be the under the jurisdiction of the APMO

(2) GBLs are accountable forms and only the npst recent revision
shal | be used.

(3) If additional GBLs are needed, State O fices should order them
via a Fedstrip, Form AD-633, “Miltiuse Standard Requi sitioning/lssue
System Docunent,” from GSA

(4) Al small itens of equi pnment and furniture, including copiers,
addi ng nachi nes, typewiters, etc., should be transported by Rura
Devel opnent personnel during regularly schedul ed travel, where
possible, to mninize transportation costs.

Note: Copies of all conpleted Forns for transfers or other disposition
of inventoried or non-inventoried property will be i mediately forwarded
to the PMO. The information on these forns may be used in the
preparati on of annual reports.

§ 2024.363 Borrowi ng and | endi ng of Government-owned personal property.

Careful consideration should be given to whether needs could be satisfied
by borrow ng personal property, which nay be avail abl e from ot her agenci es.
An agency | ending property to another agency nmmy provide, by agreenent that
the property is returned in the sanme condition as when it was | oaned. The
expense of placing the property in such condition will be borne by the
borrowi ng agency. Area and local O fices shall not |end property to other
USDA
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§ 2024.363 (Con.)

Agencies without prior witten authorization fromthe APO. O fices can |end
property to Rural Devel opnent enpl oyees on official business; however, a
recei pt on Optional Form 7, Property Pass, and docunentation of the inventory
file is required. Personal property in the custody of Rural Devel opnent will
not be | oaned to any private person or concern.

8§ 2024.364 Storage of excess personal property.

Excess personal property will not be put in paid storage w thout the
APMO s prior approval.

8§ 2024.365 Ildentification of personal property.

Decals to identify all Agency personal property should be placed on itens
such as chairs, tables, bulletin boards, desk |lanps, and simlar itens, which
m ght beconme m xed with other agencies' property in collocated offices. Any
such decals, including those available fromthe Rural Devel opnent warehouse,
are acceptabl e.

8§ 2024.366 Personal property security.

(a) PCs APCs and PMOs should ensure that Governnent personal property,

i ncl udi ng Gover nnment - f urni shed equi pnrent (GFE), is properly secured and
that enpl oyees are aware of security procedures. \When property nust be
renmoved fromthe office to conduct official business off site, enployees
shoul d use OF-7, Property Pass. This formnay al so be used for the
renoval of personally owned property when security regulations are in
force in a given building. An original and two copies of the OF-7 are to
be filled in and signed by the PC or APO authorizing the property

renoval. One copy will be furnished to the person authorized to renove
the property, who will surrender the copy of the OF-7 upon request to the
guard when | eavi ng the buil ding. The duplicate copy of the OF-7 should

be retained by the PC or APO until the Government property is returned.
The original copy should be retained in the inventory file. Damage,
theft, or loss of this property should be reported i mediately.

(b) APGCs should only | eave renpvabl e property (such as air conditioners,
service counters, etc.) in private buildings when relocating when it is
not cost effective to renmove and restore the prem ses. PCs/APGs will
advi se the PMO of estimated costs to renobve and restore the prem ses, if
required. The PMOO will advise the PC/ APO of the action taken
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§ 2024.367 Rental and | ease of personal property.

Personal property should only be rented or |eased in emergency
situations and/or when it is financially advantageous to the Government.

Note: Requests to rent automated data processing equi pnent nust be sent
to the Chief Information Officer (CIO, National Ofice.

88 2024.368 - 2024.369 [Reserved]
§ 2024.370 Sal es.

(a) Rural Devel opnent limted sales. Unserviceable personal property
(scrap and sal vage) and surplus property not needed by other USDA or
Federal agencies will be authorized for sale by the PMOin |imted
anounts, when the estimted proceeds justify a sale, and the estimated
fair market value of the property does not exceed $100, 000.

(b) GSA sales. GSA will notify the PMO when personal property has been
reported for disposal by sale. The PC will:

(1) Cooperate with any reasonabl e requests from GSA

(2) Ensure that no offers are solicited until fornms and
i nstructions are received from GSA.

(3) Advise the PMO when the sale has been conpleted and the
property rel eased to the buyer.

(c) Sales to enployees. Rural Devel opnent enpl oyees can buy persona
property in Rural Devel opnment custody only when it is offered for sale on
the basis of conpetitive bids. An enployee who formerly used it, was
accountable for it, or was connected with its acquisition cannot purchase
property, either directly or indirectly, condemmation, declaration as
excess, or sale. For conplete detailed instructions on sales, refer to
the Personal Property Managenent Manual
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§ 2024.371 Donati ons.

Personal property, which is surplus to the Governnent's, needs can be
donated to public bodies and nonprofit organi zati ons under conditions
established by the PMO. As defined in FMR 102-36.320, "Public body" neans any
departnment, agency, special purpose district, or other instrunentality of a
State or local governnment; any Indian tribe; or any agency of the Federa
Governnment. Those who accept donated property nust pay for its packing and
renoval .

Eligible property may be donated to educational institutions and
educational non-profit organizations as authorized by section 11(1) of the
St evenson/ Wdl er Technol ogy Act (Pub.L.102-245) and Executive Order 12999
after DEPPC screeni ng has been acconplished. See 7 CFR Chapter XXXI| for
donati on procedures.

I T equi pnent officially deternm ned obsolete by the Chief Information
Oficer (ClO does not require DEPPC screening and nay be donated with PMO
approval .

Fol | owi ng DEPPC screening, eligible property may al so be transferred to
the 1890 Land Grant Institutions (including Tuskegee University), the 1994
Land Grant Institutions and the Hispanic-Serving Institutions as authorized by
section 923 of the Federal Agriculture |Inprovenment and Reform Act (FAIR) of
1996 (Pub. L.104-127). See 7 CFR Chapter XXXI| for transfer procedures.

§ 2024.372 Destruction or abandonnent.

When property is to be abandoned or destroyed, the PC and APO wil |
request disposal in section 1 of Form AD 112 and forward to the PMO. The PMO
wi |l authorize disposal as applicable in section 3 of the formand return to
the APO. The APO will then forward the formto the PC for the authorized
action. After the authorized disposal action is conplete the PCwll certify
this in section 4 and return to the APO. The APO wi Il then certify that the
records have been adjusted, retain a conpleted copy of the form AD 112 and
forward copies to both the PC and PMO to conpl ete and docunent the di sposa
process.

88 2024.373 - 2024.400 [Reserved]

Attachnents: Exhibits A and B

o0o
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Exhibit A
Page 1

CONDI TI ON CODES
(Prescribed by GSA Effective Decenmber 1, 1998)

1 - Excellent - Property which is in new condition or unused condition and can
be used inmediately without nodifications or repairs.

4 - Usable - Property which shows sone wear, but can be used without
significant repair.

7 - Repairable - property which is unusable in its current condition but can
be economi cally repaired.

X - Salvage - Property, which has value in excess of its basic nmateria
content but Repair or rehabilitation is inpractical and/or unecononi cal

S - Scrap - Property which has no value except for its basic material content.
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EXH BIT B
PAGE 1
DATE 01/ 14/ 98 UN TED STATES DEPARTMENT CF AGR QLTURE 07AGAKO729708004AR PAGE 1
PRCP302 PERSONAL PRCPERTY PHYSI CAL | NVENTCRY REPCRT PREPARED BY USDA/ CFM NFC
BY FEDERAL SUPPLY CLASS/ SERI AL- NUMBER
TERRY W LKI NSON A Q NO AK-07-29-7080-04- AR PHONE:  314-539- 2412
USDA- RD PERS PRCP MGMI' BR ( PPMVB) LAST DATE | NVENTCR ED.  05- 14- 96
1520 MARKET STREET ROCM 2132
ST LAU S MD 63103
DOC  DOCUMENT LINE SER AL ACQUI SI TICN DATE
FUND
| D NUMBER FSC TYPE NUMBER | TEM NUMBER acsT ACQUI RED MDEL DESCRI PTI ON MG
TYPE
AR002533443 3930 838 4064KX03521 0001 46514847260 5,043.48 05/30/90 P4OE LIFT TRUK, MOT CLARK A
AR002602582 5815 838 4064KX15477 0001 710601282 3,100.00 09/19/98 Lapt op Conputer DELL A
AR002354284 7020 FND_ 1033733 29,685.11 01/01/87 5360 |IBMMN COWUT | BM A

AR002396691 7025 838 4064KX84635 0001 E480092 (36757) 5,936.00 09/08/88 002, 381 PAGEPR NTER | BM A

5/ 14/ 99 UN TED STATES DEPARTMENT CF AGR QULTURE 07AGAK0729708004AR

PRCP302 PERSONAL PRCPERTY PHYSI CAL | NVENTCRY REPCRT PREPARED BY USDA/ CFM NFC
BY FEDERAL SUPPLY CLASS/ SERI AL- NUMBER

TERRY W LKI NSON A Q NO AK-07-29-7080-04- AR PHONE:  314-539- 2412

USDA- RD PERS PRCP MGMI' BR ( PMVB) LAST DATE | NVENTCR ED: 05- 14- 96
1520 MARKET STREET ROCM 2132

ST LAU S MD 63103

ON THE ATTACHED LI ST ARE ALL CF THE PERSCNAL PRCPERTY | TEMS FOR VH CH YQU ARE THE ACOOUNTABLE CFFI CER  YQU ARE REQUESTED TO
MAKE CR CAUSE TO BE MADE A COWPLETE PHYSI CAL | NVENTCRY CF ALL CF THE LI STED | TEMB.

FOR | TEMS NOT ACOOUNTED FCR THAT ARE LI STED ON TH S REPCRT AND' OR FCR | TEM5 ACOOUNTED FCR BUT NOT LI STED ON TH' S REPCRT, AN
UPDATE SHOWN NG THE CORRECT DI SPCSI TI ON MUST BE ENTERED THROUGH THE ON-LI NE PRCPERTY SYSTEM

---------------------------------- CERT I F 1l CAT 1 O Nerooommmmmooma i
| CERTIFY THAT | HAVE MADE CR CAUSED TO BE MADE A PHYSI CAL | NVENTCRY CF ALL OF THE PERSCNAL PROPERTY | TEMS LI STED ON THE

PERSONAL PRCPERTY | NVENTCRY REPCRT AND THAT THE | TEMS AS | NDI CATED ON THE REPCRT WERE ON HAND AT THE CLCSE CF BUSI NESS
N , EXCEPT FCR THE FOLLON'NG | TEMB: (LI ST NFC |. D. NUMBERS) .

Sl GNATURE CF ACCOUNTABLE CFFI CER DATE SI GNATURE CF PROPERTY MANAGEMENT CFFI CER
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